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Basic Navigation

Using PeopleSoft’'s Browser-Based
Application

gg‘l'[ Working in the PeopleSoft Internet Architecture is similar to browsing web pages.

PeopleSoft applications are made up of a navigational structure, components
(groups of pages), and pages. Using these elements, you can enter new data or
change, delete, and modify the existing data in your application. Working the
PeopleSoft Internet Architecture is similar to browsing web pages and it is a
simple, intuitive way of working with your database.

Terminology

The following table describes some of the basic elements used in PeopleSoft
Internet Architecture. Each item in this table will be described in greater detail in
later sections of this document.

PIA

Home

Menu Pagelet

Add to Favorites

Search

Universal
Navigation
Header

Component

PeopleSoft Internet Architecture

A button in the universal navigation header which returns
you to your homepage.

The PeopleSoft navigation structure, located on the left side
of your screen. The menu pagelet contains links to content
references, enabling access to transaction pages. Links
display in a hierarchical format. Menu items can expand or
contract, depending on content

Favorites allow you to create your own list of bookmarks to
folders and content references.

A search engine integrated with the PeopleSoft Internet
Architecture that allows you to search for any registered
content references.

The header area in the PeopleSoft Internet Architecture that
remains static as you navigate through the pages. The
navigation header contains the following links: Home
(homepage), Add to Favorites, Sign out and Search.

A group of related pages that pertain to a specific task.
Components, which you access from the left hand navigation,
contain tabs with each containing a related page.
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Page The individual display and data-entry screens for each part of
your PeopleSoft application. Pages appear in the browser
window.

Keys The display-only fields that uniquely identify your data. To
display a page, enter the keys so that the system can
retrieve the correct row of data.

Logging into PeopleSoft

To log in to a PeopleSoft application:

1. Open your default browser window.

Enter the URL for your application, or select the bookmark for the page
where you want to work.

2. The Sign In page appears.

PeopleSoft.

User ID: [LBULIMN Select a Language:
Enalish Espafiol
Password: ik (SR
Dansk Deutsch
Sign In Frangais  Frangais du Canada
ltaliana Magyar
To settrace flags, click here Mederlands Maorsk
Polski Portugués
guomi Svenska
Cestina HFiE
=0 PycCimi
g i
Efdr b
Copyright @ 2005 PeopleSoft, Inc.
Al tights rasenved. Copyrights to partions of
this software may be owned by others.
FeapleSoft Proprietary and Confidential
PaopleSatt and the PeopleSott logo are
registered rademaiks of PaopleSoft, Inc.
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3. Enter your User ID and Password.

Your user ID and password are case sensitive.

I peoplesoft PeopleSoft.

passwords may be
authenticated through
LDAP. Therefore, your
PeopleSoft user ID

User ID: [LBULIN Select a Language:

and password may be >
English Espafiol

. Password: [~
your systemwide ID. _ Densk  Deutseh
Frangais  Frangais du Canada
Italiang Maoyar
To settrace flags, click here hederlands Morsk
Folski Portugués

Suarni Swenska

4. Tab to or click the Sign In button to log in.

After you log in, the mouse pointer turns into a small hourglass,
signifying that the online system is issuing Structured Query Language
(SQL) statements to initiate your request. Whenever the system
accesses data in the database, the hourglass appears on your desktop. If
the login information you entered is valid, the system displays the
homepage for your PeopleSoft system.

For security purposes, your PeopleSoft system automatically logs you off
from your application after a certain period of time of inactivity
(determined by your security administrator). To return to your
application, click the Return to PeopleSoft 8 Sign In link. The sign in
page appears, and you can once again log in to your application.

PeopleSoft.

Your PeopleSoft connection has expired.

For increased security on this site, connections are expired after 180 minutes of inactivity.
Your PeopleSoft session has expired. Close all browser windows before logging in again. If this is your only active PeopleSoft session, click
the Sign In link to sign in again.

Signin to PeopleSof
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My Personalization

1 Changes made Use the M_v Personalization page to access and customize persqnallzatlon S, such
in the My as collapsing the Menu Pagelet automatically, or tab over certain types of
fields/buttons.

Personalization
settings requires you

to log off and log back — Treasury Processing Center
on in order for the — Treasury Definitions Center
new settings to take — Change by Password
effect. — My Fersonalizations

— My Systern Profile

— My Dictionary

1. Select My Personalization’s from the menu.

Personalizations
JEAN MOORE ES

Personalized settings are in effect.

Changes to Personalization seftings reguire you to log off and log back on in arder to take effect.
Personalization Categories

Personalize Option

General Options Personalize Option |
Regional Settings Persanalize Qption |
Mavigation Personalizations FPersonalize Option |

Restore Defaults

General Options Offers options for user accessibility features, the length
of time the system holds a page in cache, multi
language settings, and the spell check dictionary. If you
require support for assistive technologies, such as
screen readers, you can change the accessibility
options. For Multi Language Entry, on pages where
multiple language entry is available, you can choose to
enter data in the language that you specify in the Data
Language drop-down list box. On this page you can also
reset your foreign language dictionary to use a different
language for your spell checker.

Regional Settings Select to personalize your date, time, and number
formats. Select settings for afternoon and morning
designators (AM/PM or am/pm), date format
(MM/DD/YY, DD/MM/YY, or YY/MM/DD), a local time
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zone, and so on.

Navigation Offers options that allow you to tab over certain unused

Personalization’s fields on a page. This means that if you frequently press
the tab key to move around your page, you can skip
page elements that you know you will not need to
access. For example, you might always prefer to type
the date into a date field and then press the tab key to
move quickly to the next field rather than opening the
calendar prompt, selecting the date, and then closing
the prompt. By selecting the Tab over Calendar icon,
when you press tab to navigate around your page, your
cursor focus never rests on a calendar icon

Note. Changes to Personalization settings require you to log off and log back on
in order to take effect.

2. Click the Personalize Option button for the category that you want.

Each of the personalization pages lists the personalization option, the default
value for that option, and an Override Value drop-down list box where you can
select a new value to replace the default. Click the Explain link at the end of each
row for an explanation of the corresponding option.

Personalization Explanations
The Personalization Explanation page offers the details for that particular setting.
You can select the override value on this page or restore the option to its default

value

General Options

Option Category,  General Options

Personalizations Find  First (4] 1g or o [ Lot
Personalization Option Default Value Override Value
Accessihility Features Accessibility features off ¥ | Euxplain
Time page held in cache qo0 Explain
Multi Language Entry Mo v | Explain
Spell Check Dictionary Use session language | Esplain

Restore Category Defaults
OK Cancel
Regional Settings
pearMC
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[ IC Changes made
in the My
Personalization
settings require you to
log off and log back
on in order for the
new settings to take
affect.

Cption Category: Regional Settings

Personalizations Find  First 4] 4 ot 1 [ Lot
Personalization Option Default Value Override Value
Afternoon designator (PM, pm) P Explain

| Restore Category Defaults

Ok | Cancel |

Navigation Settings

Option Category: Navigation Personalizations

Personalizations Find  First (4 14 o 44 [ Lt
Personalization Option Default Value Owerride Yalue
Tab over AddiDel Buttong (+-) Mo |Y95 \'| Explain
Autornatic menu collapse MO | Mo "| Explain
Tab over Calendar Button Mo |Y95 "| Explain
Tah over Grid Tabs Mo |YES "| Explain
Tab over Header lcons Mo |YBS "| Explain
Tab over Lookup Button ) |YES "| Explain
Tah over Navigation Bar Mo |Yes "| Explain
Tah over Browser Elernents Mo |YES "| Explain
Tab over Page Links Mo | "| Explain
Tab over Related Page Links ) | "| Explain
Tab over Toolbar Mo |N° "| Explain

| Restore Category Defaults

ok | cancal |

3. Click OK after a setting has been changed. The system will
acknowledge the change with the following message:

Save Confirm

' Your Personalizations have bheen saved.

Return

4. Click Return. The system will return you back to the Personalization’s
page.
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G Hyperlinks are
the lowest level in the
navigation hierarchy
and appear as blue,
underlined text. Click
on the hyperlink to
open the appropriate
component.

G Click on the
minimize button (=)
to hide the Menu
Pagelet. Click on the
unhide Menu Pagelet
button (E/*) to view
the Menu Pagelet.

Navigating in PeopleSoft
Using the Menu Pagelet

The PeopleSoft browser-based interface provides an intuitive way of updating or
viewing data in your database. Navigation using the menu pagelet consists of
a hierarchy of folders and content references. Expanding and collapsing these
folders are the primary means of getting around your PeopleSoft application.

PeopleSoft.

Menu

Search:

©

[= My Favarites

[ Customers

= Billing

[+ Interface Transactions

= Maintain Bills
— Express Billing
— Standard Billing
— Adjust Entire Bill
— Hill Summary

[ Generate Invoices

[> Locate Bills

[ Review Billing Information

[ Review Processing
Results

The left arrow (I*) denotes that the Folder is completely collapsed. The down
arrow (=) denotes that the Folder is completely expanded. The content
identified in blue underline (hyperlink) is the lowest level of the hierarchy. Click
on the hyperlink to activate the corresponding component.

The left hand navigation menu can also be hidden in order to allow for a larger
amount of the page to be viewed. To hide the Menu Pagelet, click on minimize
button (=) at the top right corner of the menu.

Mew Window | Help | Customize Pane | 15,

Search:

®

1 My Favaritas { Header -Info 1 Y Line - Info 1} TU Order Information_,

[ Customers

3

= Billing Unit: 32000  Invoice: 00000189 Pretax Amt: 387.32 UsD
[ Intetface Transactions .
vMaEmtam B‘gsu Status: NEWY Invoice Date: Ccurr: usp
— Express Billing I—LI Installrent Bill Schedule
— Standard Billing Tyme: MTH Q Source: oTs Q “Frequency: | 9n°2 Recuring Bill Schedule

— Adjust Entire Bill l— l—
— Bill Summary *Customer: 221020005240 QA pddress SubCust1:
I Generate Invoices PSB Test1 SubCust2:

[> Locate Bills

> Review Billing Informatian

> Review Processing
Results

CRYSTAL . From Date: To Date:
CHK O Remit To: |BOADT & Bank Account: [20 &

CyclelD:  |MTH-END @ “Invoice Form:
PayTerms: [N3 & Pay Method:
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IC Use the Menu
Pagelet Search
functionality to help
you find a specific
content or reference.

To view the left hand navigation menu again, click on the unhide button (EI*) at
the top left corner of the page.

dﬁeopleSofta
3

{ Header -Info 1 {_Line - Info 1 ) TU Order Information

Mew Window | Help | Customize Pane | 15,

Unit: 32000 Inwoice: 00000189 Pretax Amt: 387.32 USD

Status:  MEW Invoice Date: [ curr: ven H _

*Type: WQ Source: 0TS Q “Frequency:lm Esii:rnegm;ﬁ;‘;fzzzir!e
sCustomer: [2210Z0005240 QU pgyrecs SubCust1:

PSB Test1 SubCust2:

Using the Menu Pagelet Search Feature

The Search field is located at the top of the Menu Pagelet. Use the Search field
to search for a registered content reference within the system.

PeopleSoft. ]

Fersonalize Content | Layout

Menu B E
Search:
|F{equi5itinn5 @

[+ My Favorites
[ Emplovee Sel-Sermvice

Enter the name of the page you want to find and press Enter or click the search
button. This action opens the Search page displaying the results.

PeopleSoft. T

Search

Enter search keywords separated by a space. Use guotes for any phrases. Far example: Cities
Countries United States’

(&) New Search ) Search Within Results

[equisitions M Customize Settings Search Tips
Hide Summaries Mext ==

Search Results
1 Close Reguisitions

Close gqualified requisitions and produce the Requisition Reconciliation report.
Home=Purchasing=Requisitions=Reconcile Requisitions=Close Requisitions

2 Print Reguisition

Run the Requisition Print report (POR Q010 to list details of requisitions.
Home=Purchazing=Requisitions=Report2=Print Requisition

3 Reguisitions

Wiew requisition infarmation in five stages.
Home=Purchasing=Requisitions=Review Requisition Information=Requisitions

pearMC
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If your search produces a large number of results, modify your search criteria
and select the Search Within Results option, then Find to narrow your search
further. Use the Customize Settings link to hide or show summaries of each
search result and to control the number of search results to appear on each

page.

Using Navigation Pages

In addition to the menu pagelet, PeopleSoft applications may include
navigation pages, which serve as alternatives to the menu pagelet. These
navigation pages provide a user-friendly navigation tool in the form of task-
driven pages that provide intuitive access to pages needed to complete your
business processes.

You access navigation pages by clicking a folder in the menu pagelet. Elements
embedded in the folder, including content references and other folders, are
arranged in a graphical format on a navigation page displayed to the right of the
menu pagelet.

Universal Navigation Header

In addition to the Menu Pagelet and Navigation Pages, the PeopleSoft Internet
Architecture also has a universal navigation header. It includes Home, Worklist,
MultiChannel Console, Add to Favorites, and Signout. This header will appear at
the top of every page as long as you are signed on.

PeopleSoft.
Fersonalize Content | Layout
Home Click to return to your homepage.
Worklist Click to access the Worklist page, which provides summary

information about all items on your personal worklist. This page
also provides links enabling you to view additional details about
the work, perform the indicated work, and reassign work items.

MultiChannel Enables users defined as agents in PeopleSoft MultiChannel

Console Framework to access and manage tasks assigned to them. This
is an optional setting that your system administrator enables. If
you do not have access to this feature, the system displays a
warning message indicating this.

Add to Click to add a page to your favorites list for easy accessibility.

Favorites Favorites enable you to create your own list of bookmarks to
components and transaction pages. Once you add a favorite, it
is maintained under the My Favorites folder in the menu.
Expand the My Favorites folder and click the link that you want
to view.

Sign out Click to sign out of the application and return to the Sign In
page.

Important! For security purposes it is important that you sign out when you are
finished with your PeopleSoft session rather than simply closing the browser
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